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Public Housing Drug Elimination Program (PHDEP)
Instruction Guidebook for the

New Semi-Annual Performance Reporting System
(Version 1.0)

This document presents version 1.0 of the Instruction Guidebook for the new PHDEP Semi-
Annual Performance Reporting System, which is Internet-based.

According to 24 Code of Federal Regulations (CFR) 761.35, all recipients of PHDEP grants are
required to submit a PHDEP Semi-Annual Performance Report and the Semi-Annual Financial
Status Report (SF-269A) to the appropriate HUD Field Office or the HUD Area Office of Native
American Programs (ONAP). This new electronic reporting system replaces the narrative
progress reports, which were paper based, and applies to both existing and future grants. The
new system is effective as of July 1, 1999, with the first reports under the new system due
July 30, 1999 for the reporting period January through June 1999.

This PHDEP performance report must be submitted twice annually for each open and active
grant—by July 30 for the January-June reporting period, and by January 31 for the July-
December reporting period. (A grant is “open and active” if it is not closed-out and if there was
any activity in the reporting period—if PHDEP-funded activities occurred or funds were drawn
down from LOCCS.) If the reports are not received by the HUD Field Offices or the HUD
Area ONAP by July 30 and January 31, you will be unable to draw down grant funds, and
subsequent delays in access to funds may also result.

A separate report must be completed for each open and active grant. Each grant report
should cover activities funded by or coordinated through that specific grant during the reporting
period, for all developments/areas targeted by that grant. A final narrative covering the entire
grant period must be submitted as the closeout report for each grant. This closeout report
can be submitted either as part of the last semi-annual report or in the next semi-annual reporting
cycle (July 30 or January 31).

All reports must be submitted electronically over the Internet through the HUD
Community Safety and Conservation Division (CSCD) Web site. A user guide on Internet
reporting will be available on the Web site. Training and technical assistance for the new reporting
system will also be available.

Subsequent updates to and/or revised versions of this Guidebook will be posted on the CSCD
Web site. The address for the Web site is: http://www.hud.gov/pih/programs/ph/de/cscd.html.
Note: For easy retrieval, it is a good idea to bookmark this Internet address. A bookmark creates
a shortcut for accessing a frequently used Internet site. Other browsers use various names, e.g.
Internet Explorer uses the term Afavorite.@ Refer to the browser documentation for the steps in
creating a bookmark.

In addition, you will want to subscribe to the Public Housing Drug Elimination Program
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(PHDEP) Listserv. There is no charge for subscribing to the Listserv; you need only have
electronic mail. Whenever a change to the Guidebook has been posted at the CSCD Web site, an
announcement to that effect will be distributed via this Listserv. For instructions on subscribing to
the Listserv, go to this page of the CSCD Web site:
http://www.hud.gov/pih/programs/ph/de/resources/list.html.

System Requirements for Electronic Reporting

Those grantees that do not currently have Internet access must establish an Internet account.
Below is a list of the minimum system requirements necessary to submit data via Internet access
for this reporting system:

§ Computer with Pentium processor or higher
§ 100 Mb or larger hard drive
§ 16 Mb or more RAM
§ VGA Monitor
§ 28.8KBps or higher modem connected to an outside telephone line or a direct

connection to the Internet
§ Operating system capable of Internet access
§ Internet browser (for example, Netscape Navigator or Microsoft Internet Explorer,

version 3.02 or higher for both)

Purpose and Key Components of the New Reporting System

The purpose of the PHDEP Semi-Annual Performance Report is to measure grantees= progress in
achieving their program goals. The data and information reported by grantees will be used by
HUD staff in monitoring PHDEP grants.

The report has six major components for which grantees will report data: (1) Crime Statistics; (2)
Law Enforcement and Security Personnel; (3) PHDEP-Supported Activities; (4) Milestones; (5)
Results of Annual Resident Surveys; and (6) Narratives. This performance report asks grantees to
provide specific goals linked to PHDEP-supported activities, with measurable results. For
example, grantees must provide specific crime reduction goals for each grant and measure
progress toward achieving these goals over the course of the grant. Progress is partially measured
through crime statistics by type of crime. Crime data should be provided at the most precise
geographic level possible, preferably for PHDEP-targeted developments or areas. Results-
oriented goals should also be set for all PHDEP-supported activities, with data on performance
indicators/outcome measures and resident participation provided in each semi-annual report of a
grant. The report also asks for progress on milestones--the schedule of key tasks or steps that
grantees plan to implement to achieve their goals in each approved budget line item (BLI). Finally,
the report requires that grantees have a brief survey conducted annually among residents of
PHDEP-targeted developments/areas to determine residents= perceptions of changes in crime and
safety.
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In addition to measuring local performance, the information from this performance reporting
system will help in national-level program management and evaluation of the PHDEP. It will
enable HUD to report to the President, Congress, the Public, and other stakeholders on the results
of PHDEP activities. The performance report also provides grantees an opportunity to share
success stories, which may be used by HUD in reporting to the President and Congress, and serve
as examples of innovations or best practices that can benefit other grantees.

Information Resources

Drug Information & Strategy Clearinghouse (DISC)
1-800-955-2232
DISC staff can address grantees= questions about the content of the new reporting system or
provide technical assistance to improve data collection and reporting capacity.

Integrated Business System (IBS) Hotline
1-800-366-6827, option 4
Call the IBS Hotline for questions related to the mechanics of the Internet reporting. For example,
if you would like to report a connection or transmission problem with the Internet reporting
system, or have difficulties with your password, you should call the IBS hotline.

Public & Indian Housing Drug Elimination Program Support Center
(PHDEP Support Center)
1-800-578-3472
The PHDEP Support Center will coordinate all training conferences and maintain the database for
conference registration.

Community Safety and Conservation Division Web Site
http://www.hud.gov/pih/programs/ph/de/cscd.html
CSCD=s Web page will have information about the PHDEP Reporting System, Instruction
Guidebook updates, training, and related publications. This Web site also contains instructions on
how to subscribe to the PHDEP Listserv if you would like to receive upcoming information by
email.
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Data Requirements for PHDEP Semi-Annual Reporting System

I. General Information

This section of the report requests general information about the grant and the grantee, including
the name of a contact person for the report.

II. Crime Statistics

A. Geographic Reporting Level

This reporting system allows for different levels of geographic precision in reporting crime data,
according to local capacity. Grantees should collect and report data at the most precise level
possible, preferably for PHDEP-targeted developments/areas. The goal is to improve
reporting precision for targeted developments and areas over time, so that more meaningful
analysis can be performed at the local and national levels. Grantees that are not able to report
crime statistics by total of targeted developments should work toward this goal. HUD expects this
level of reporting will become a requirement in the near future.

For each semi-annual report, crime statistics need to be provided at the same geographic
level as the baseline crime statistics reported for a given grant. This is so progress can be
measured against the goals established in the grant application (or first semi-annual
report).

§ § Geographic level at which you are reporting crime data. Choose one of the
following three levels for reporting your crime statistics (for baseline and current crime
statistics). You will use this same reporting level for each report throughout the grant.

Level (1) - Report crime statistics for the total of all PHDEP-targeted developments or
specified geographical areas, such as PHDEP-targeted developments and their
immediately adjacent streets. Include all areas targeted by any portion of the PHDEP
grant (whether or not law enforcement services are supported). List the PHDEP-
targeted developments or specified areas included.

Level (2) - Provide statistics for the whole housing authority (HA)/Tribe/Tribally
Designated Housing Entity (TDHE).

Level (3) - Provide statistics for the entire municipality, county or other governmental
jurisdiction(s) containing your PHDEP-targeted developments or areas. For PHDEP
programs targeting multiple jurisdictions, report the total across those jurisdictions
(without duplication) for the estimated population and reported crime data. Specify the
jurisdiction(s) included.

Reporting at the jurisdiction level (Level 3) is the least desirable option. You may do
this only when there is no capacity for reporting statistics at a smaller, more relevant
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geographical unit, such as the housing authority or PHDEP-targeted
developments/areas.

§ Estimated population of reporting area. Provide the estimated population of the
total area for which you are reporting crime data. This information only needs to be
provided for the first semi-annual report.

§ Number of housing units in PHDEP-targeted developments/areas. Enter the total
number of housing units in PHDEP-targeted developments or areas. This information
only needs to be provided for the first semi-annual report.

§ Source(s) of crime data. Enter the source(s) of your crime data (including Reported
Part I and Part II Crimes, Drug Arrests, or Other Crime Data). Possible sources
include: (1) the local police/sheriff’s department(s); (2) the housing authority police
department; (3) the Tribal police; (4) published Uniform Crime Reporting statistics;
(5) data from government or academic research studies; (6) other (specify).

B. Crime Statistics and Crime Reduction Goals

This section of the report asks for crime statistics for all Part I crimes, specified Part II crimes,
and drug arrests, as well as at least one specific crime reduction goal as established in the grant
application or in the first semi-annual report for each grant.

§ Crime categories. You must provide crime statistics for the following types of crime:

-All Reported Part I Crimes: homicide, rape, robbery, aggravated assault, burglary,
larceny, auto theft, and arson;

-Specified Reported Part II Crimes: drug abuse violations, simple assault,
vandalism, and weapons violations;

-Drug Arrests: felony and misdemeanor. Provide the number of persons arrested for
drug-related felonies and misdemeanors. (If a person has both felony and misdemeanor
charges involving the same incident, count the arrest as a felony.) There is also an
AOther Crime Data,@ section, where you may report on any other types of crime that
are targeted as part of your grant=s goals.

§ Number of reported crimes for baseline period. Provide the total number of each
type of reported Part I and Part II crime and the total number of drug arrests for the
baseline period prior to a given grant and for the selected reporting level.
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The baseline period should be the 12-month period immediately preceding the
application date. For example, for application dates in August, the preferable baseline
reporting period would be the preceding July 1 - June 30. If baseline statistics for the
crime categories required in this report were provided in the grant application, then
those data should be entered as the baseline data in this section of the report.

If the grant application did not include the pertinent baseline data, then such data
should be provided in the first semi-annual report for a new grant and should cover the
12-month period most closely preceding the grant application date. In either case,
baseline data need only be provided in the first semi-annual report for each grant.

§ Number of reported crimes for this reporting period. Provide the total number of
each type of reported Part I and Part II crimes and drug arrests for the current
reporting period and selected reporting level. You should report on all crimes
specified. Report on any other crimes targeted as part of your grant=s goals in the
section for AOther Crime Data.@

Note that baseline and current crime statistics need to be reported for the same geographic
areas throughout a given grant so trends can be tracked consistently

§ Percentage crime reduction goals (for specified Part I, Part II, or other crimes).
Provide your PHDEP program=s crime reduction goals as a percentage by type of
crime. Enter all crime reduction goals established in your application. If no crime
reduction goals were established in the grant application, they must be provided in the
first PHDEP Semi-Annual Report for the grant. Although you are not required to set
goals for each type of crime, you must set at least one crime reduction goal. (Crime
statistics must be reported for each type of crime, however.) Crime reduction goal(s)
should be related to PHDEP activities identified in your plan.

Goals should be set for the entire grant period for achievement by the end of the grant.
For example, goals might be set to reduce violent crime (homicide, rape, robbery, and
aggravated assault) by 10 percent and vandalism by 20 percent by the end of the grant
in the targeted developments. (Note: it is not necessary to provide goals for drug
arrests unless you have set such goals for your program, either in the application or in
the first PHDEP Semi-Annual Report.)

§ Briefly explain change or lack of change from baseline, and progress or lack of
progress in achieving crime-related goals. Give your interpretation of the crime
statistics. For example, certain types of crime may have increased because of
relocation of a gang to the area. Alternatively, differences in crime may reflect
different levels of law enforcement staffing during this reporting period; for example,
additional officers may have been assigned or overtime hours increased.
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§ Please note if there are any local particularities in the reporting of crime
statistics, such as differences in crime definitions, reporting limitations, or other
aspects of the reported crime statistics that would affect their interpretation or
analysis. For example, law enforcement staff contracted or hired by your
HA/Tribe/TDHE may report crimes occurring at the HA/Tribe/TDHE during the
hours that they are on duty. In this scenario, perhaps HA/Tribe/TDHE-specific data
are not available for the limited time that the officers are off duty; as a result, an
estimated 10 percent of incidents are not covered in the data that you are able to
provide in this report. This incompleteness of the data would be noted in this section
of the report.

Another example would be if your HA/Tribe/TDHE law enforcement staff or your
local police department categorize some crimes differently from the way they are
requested in this report, which uses the FBI UCR (Uniform Crime Reporting)
categories.

III. Law Enforcement and Security Personnel

Grantees must provide data on law enforcement and security services funded by the PHDEP grant
and by other HUD programs--the Operating Subsidy (Performance Funding System) and the
Modernization Funding (Comprehensive Improvements Assistance Program and Comprehensive
Grant Program). You must report the number of full-time-equivalent positions (FTEs) funded by
each program and the amount of law enforcement/security funding received under the other (non-
PHDEP) programs. To determine the number of full-time-equivalent positions (FTEs), combine
all hours for part-time and full-time positions, and divide by 1040 hours (the total number of
hours available for one full-time position during this 6-month reporting period). Do not count the
same funding or FTEs under more than one HUD program category or across PHDEP grants
(i.e., avoid double counting).

Number of FTEs and Funding by Type of Personnel

§ Local law enforcement agency personnel (above baseline). Provide the total
number of full-time-equivalent positions (FTEs) funded by PHDEP and the funding
and FTEs for other HUD programs. This personnel category refers to reimbursement
of local law enforcement agencies for providing the HA/Tribe/TDHE with security and
protective services over and above the baseline level of service normally provided by
the local police departments. This category would also include an HA-dedicated
police division/bureau consisting of officers from a local law enforcement agency who
are dedicated to providing law enforcement services to the HA/Tribe/TDHE.

Note that local law enforcement baseline services are defined as ordinary and routine
services provided to the residents as part of the overall city and/or county-wide
deployment of police resources to respond to crime and other public safety incidents
including: 911 communications, processing calls for service, routine patrol officer
responses to calls for service, and investigative follow-up of criminal activity.
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§ Other law enforcement or security staff hired or contracted by HA, Tribe, or
TDHE.

For this personnel category, provide the total number of FTEs funded by PHDEP and
the funding and FTEs for other HUD programs. This category refers to staff of
HA/Tribe/TDHE police departments or security personnel (not simply above-baseline
services from the local police departments).

§ Investigators hired or contracted by HA, Tribe, or TDHE. Provide the total
number of FTEs for any investigators hired or contracted by your HA/Tribe/TDHE
through PHDEP and the funding and FTEs for the other HUD programs.

§ Explanation of changes from previous report. Discuss any significant changes in
levels of law enforcement funding and FTEs during this reporting period as compared
with the previous one.

IV. PHDEP-Supported Activities

This section requests data on all budget line items (BLIs): Local Law Enforcement Services above
baseline; Other Law Enforcement and Security Services; Investigative Services; Drug Prevention,
Intervention, and Treatment activities for residents; Tenant Patrols; and Physical Improvements.
(See definition of baseline of services for law enforcement in Section III. Law Enforcement and
Security Personnel.)

Grantees must report data for all PHDEP-supported activities, whether directly paid for with
grant funds or coordinated through the grant. For example, staff whose salaries are partially
funded by PHDEP may coordinate in-kind or volunteer services, such as getting a local business
to donate materials for the tenant patrol or having a consultant provide free training to the
resident patrol. These activities should be counted.

For each specified activity category report:

§ Activity start and end date
§ Goals
§ Performance indicators/outcomes measures for this period. (Referred to as AResults@ in

the Internet reporting system.)
§ Total number of residents participating during this period
§ Total number of hours of participation during this period

(Note that participation information does not apply to law enforcement/security
activities or physical improvements.)
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Tables 1 and 2 at the end of this section presents some examples of the types of data you would
report. (Note that these tables do not represent the electronic report format; rather, they illustrate
the kinds of data you might collect and report.)

Activity Categories

Use the activity categories listed below to provide summary program data for all funded PHDEP
BLIs. Report separately on resident activities targeted specifically to youth, as opposed to those
activities targeting adults/families/ or the entire community. You only need to report separately
for youth when a program is for youth only. Programs that serve both adults and youth should be
reported for adults/families/communities. (Note that the Parenting/family support services (7)
activity category only applies to adults, families/communities.)

When a program includes multiple categories of activities, either choose the single most
appropriate activity category for a program, or divide the program components across the
relevant activity categories. (But do not double-count the data for participation or results.) If a
program activity does not fit into the specified activity categories for Drug Prevention,
Intervention, or Treatment, you should provide data in the section for AAOther PHDEP-
Supported Activities.@@

BLI: Drug Prevention

Activity Categories:

1. Substance abuse education
2. Other education or tutoring
3. Recreational or cultural activities
4. Employment readiness/job placement
5. Employment of residents with PHDEP funding
6. Community organizing/mobilization
7. Parenting/family support services (Report this category only for

Adults/Families/Communities)

BLI(s): Drug Intervention/Treatment

Activity Categories:

1. Referrals to drug treatment/counseling
2. Drug treatment/counseling (on-site at the housing agency)

Other PHDEP-Supported Activities

Use this AOther PHDEP-Supported Activities@ section to report on other BLIs: Local Law
Enforcement Personnel above baseline; Other Law Enforcement or Security Staff;
Investigators; Tenant Patrols, and Physical Improvements. You may also use this section to
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report on other Prevention, Intervention, or Treatment activities that do not fit into the activity
categories listed above.

The electronic reporting system will prompt you to select the appropriate budget line item under
which each activity falls. The electronic reporting system will also prompt you to indicate whether
the activity is targeted to youth or adults/families/communities. If an activity or project is targeted
to the entire resident community, such as law enforcement/security services, tenant patrols, or
physical improvements, then you would select Aadults/families/communities@ as the target. Provide
a brief description of the activity.

Activity Start and End Date

For each of the categories of activities in this section that apply to your program, enter the start
date and end date of activities. The start date would be the start date of the first activity you
implement within each category, and the end date would be the last date of any activity within
each category.

Goals

For each applicable activity specified, provide your program or activity goal(s), as established in
the application for each grant or in the first semi-annual report for each grant. Only provide goals
that are specific and measurable and relate to the data that you are providing in this section.
(The more general goals from your application should not be repeated here--only goals that relate
to the data that you are providing on performance indicators/outcome measures or resident
participation.) In the Internet report format, the maximum field length for your goals for each
activity category is 255 characters.

For resident activities, try to set goals that relate to performance indicators/outcome measures
for participants. Participation goals should also be provided, particularly where results-oriented
goals cannot be specified.

When feasible, relate your measurable goals to the levels or situation prior to this grant (i.e., the
Abaseline@ or comparison period of one year prior to your application for this grant). As an
example of goal setting, suppose in the baseline period prior to the grant that 30 percent of adult
residents did not have high school degrees; one goal for the grant might be to reduce that
percentage to 25 percent or help 200 residents to attain GEDs.

The goals must remain the same for the entire period of each grant, and each semi-annual report
on that grant must provide data on progress toward those goals. If your application did not
establish any specific and measurable goals, you must establish such goals in the first semi-annual
report for a new grant. Then provide data on progress toward achievement of these goals in each
semi-annual report through the completion of the grant.
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Performance Indicators/Outcome Measures
(Referred to as AAResults@@ in the Internet reporting system)

For PHDEP-supported activities, please provide semi-annual data on performance
indicators/outcome measures (AResults@) relating to program goals. The Internet report format
provides some standard fields to report on many of the typical performance indicators/outcome
measures for Drug Prevention and Drug Intervention/Treatment activities. There is also space
provided to enter data on other indicators/measures specific to your program goals. The
maximum field length for each activity category is 255 characters. The standard fields are:

§ Percentage completing high school
§ Number obtaining GEDs
§ Number finding jobs
§ Number completing one year of employment
§ Number of residents employed part-time or full-time with PHDEP funding; and total

amount of resident employment with PHDEP funds on a full-time equivalent basis
§ Number referred to drug treatment/counseling
§ Number completing drug treatment/counseling
§ Number reaching one year of sobriety/drug-free

Some examples of goals and indicators/measures for PHDEP-Supported Activities for
Adults/Families/Communities are provided in Table 1, but you should report data and
information that are applicable to your specific program goals. For Other PHDEP-Supported
Activities, such as law enforcement and security, physical improvements and tenant patrols, you
should provide performance indicators/outcome measures relevant to those programs. (See
examples in Table 2.)

Note that in the following section of this report, you will be asked to define key milestones in
implementing your PHDEP-Supported Activities and then report on completion of the milestones.

Total Number of Participants (in Activities for Residents)

For each applicable activity category, provide the total number of residents participating in
PHDEP-supported activities during this period. To calculate this number, you should add the
number of different residents participating in each program or activity. Within each distinct
program or activity, you should calculate an unduplicated total of different participants (i.e., not
simply attendance, counting the same persons repeatedly).

For example, if 10 different people participate in 5 two-hour sessions of a program, your total
number of participants would be 50. However, if the same 10 people participate in 5 two-hour
sessions of a program, then your total number of participants should only be 10 participants.



June 17, 1999

 12

Then in the report, provide the total number of participants for all programs within each activity
category. Note that when you add together participation numbers for your different programs
within each specified activity category, you may have some duplication of residents who are
participating in multiple programs.

Total Hours of Participation

For each applicable activity category, enter the total number of hours of resident participation
during this period. Calculate the total by multiplying the number of participants at each
program/activity session by the approximate number of hours of each session. For example, 10
people participating in 5 two-hour sessions would make (10x5x2) or 100 total hours of
participation (whether it is the same 10 people or 10 different people each session). Or 300 people
attending a single one-hour community event would make 300 hours of participation. Then in the
report, provide the total number of hours for all programs within each activity category.

When a PHDEP-supported program applies to multiple categories of activities, you may either
divide your number of participants and hours of participation across the relevant categories or
choose the single most appropriate activity category for a program. Do not Adouble count@ the
same participation numbers or hours in more than one activity category.

Comments

You may add comments if you wish to further explain any of the information you are providing in
this section.
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TABLE 1: SAMPLE ACTIVITY DATA FOR REPORT*

PHDEP-Supported Activities for Adults, Families, or Communities

BLI: Drug
Prevention
(Combine separate
activities into the
categories below.)

Goals
(Limited to 255 characters for each
activity category. List specific and
measurable goals that relate to the
data provided in this section.)

Number of
Participants
(during this
period)

Number
of Hours
(during
this period)

Performance
Indicators/
Outcome Measures
(Results)
(Enter data if appropriate,
or write in other information
related to program goals.
Limited to 255 characters
for each activity category.)

Activity:
(1) Substance
abuse education

Increase resident involvement
in drug prevention activities
by 20 percent compared with
the baseline year prior to the
grant. Goal: 1600 total hours
of participation over the
course of the grant.

175 350 Approximately on
target for participation
hours for this reporting
period.

Activity:
(2) Other
education

Prior to the grant, 40% of
residents did not have high
school diploma and 10%
were not proficient in
English.

a) Help 100 residents obtain
GEDs

b) Help 85 residents
complete ESL
 courses and gain English
proficiency

c) Have 100 residents
complete citizenship class

102 1632 Percentage completing
H.S.:

Number obtaining
GEDs: 30

Number completing
ESL course: 20

Number completing
citizenship class:
40.

Activity:
(3)
Recreational/cult
ural
activities

Expand gardening program
to the remaining 3 PHDEP-
targeted developments.
Increase participation from
200 to 300 residents over the
grant (estimated at 1,600
hours of participation).

90 270 Expanded gardening
program to two
additional
developments, with 25
more residents
participating so far this
spring and summer.

*Note: This table does not represent the actual report, which will be in electronic format; this table is
only to illustrate the type of data required.
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TABLE 1: SAMPLE ACTIVITY DATA FOR REPORT* (CONTINUED)

PHDEP-Supported Activities for Adults, Families, or Communities

BLI: Drug
Prevention

Goals Number of
Participants

Number
of Hours

Performance
Indicators/
Outcome Measures
(Results)

Activity:
(4) Employment
readiness/job
placement

a) Increase percentage of
residents employed from 40%
to 45%--help 325 additional
residents find employment
(full or part-time).

b) Train 400 residents in
computer skills.

c) 500 residents participate
in job- readiness workshops.

160 1115 Number finding jobs:
75

Number completing
one year of
employment: 320

110 residents
participated in
computer courses.

A total of 50 residents
participated in the 2
new workshops
available during this
period.

Activity:
(5) Employment
of residents with
PHDEP funding

Employ 3 residents as tenant
patrol leaders over the course
of the grant.

Hire one resident as resident
volunteer coordinator.

Number of residents
employed part-time or
full-time: 4

Combining all of the
above positions, total
number of resident
employment on a full-
time equivalent basis:
3

Activity:
(6) Community
organizing/mobili
zation

a) Train 10-25 residents in
developing community
leadership skills. Find leaders
in 5 of the targeted
developments.

b) Sponsor 1 neighborhood
beautification project and
achieve high resident
participation (8 percent or
about 500 residents).

463  1833 11 residents trained.
Leaders identified for 2
of the associations.

452 residents
participated in a half-
day event

*Note: This table does not represent the actual report, which will be in electronic format; this table is only to
illustrate the type of data required.
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TABLE 1: SAMPLE ACTIVITY DATA FOR REPORT* (CONTINUED)

PHDEP-Supported Activities for Adults, Families, or Communities

BLI: Drug
Prevention

Goals Number of
Participants

Number
of Hours

Performance
Indicators/
Outcome Measures
(Results)

Activity:
(7)
Parenting/family
support services

Provide counseling and
referral services to help
domestic violence victims
and their family units. With 3
counselors, provide 12,480
hours of service, 30%
increase over the year prior
to the grant.

2130 3120 Provided counseling
services to 610
residents and made
1520 referrals.

BLI(s): Drug
Intervention/Tre
atment

Activity:
(1) Referrals to
drug
treatment/counsel
ing

Through our counselors who
are partially funded by
PHDEP, assist residents to
accept referrals to drug
treatment and counseling to
resolve problems.

Increase awareness of
available counseling and
treatment services.

152 Number referred to
treatment/counseling:
152

A major outreach
program was launched
and counselors reached
more than 80 percent of
residents with
substance abuse
information.

Activity:
(2) Drug
treatment/
counseling

Provide on-site counseling
services for drug treatment.

43 Number completing
treatment/counseling:
22

Number reaching one
year of sobriety/drug-
free: 10

*Note: This table does not represent the actual report, which will be in electronic format; this table is only to
illustrate the type of data required.
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TABLE 2: SAMPLE ACTIVITY DATA FOR REPORT*

OTHER PHDEP-Supported Activities

BLI: Tenant Patrols Goals Number of
Participants

Number
of Hours

Performance
Indicators/Outcome
Measures (Results)

Other Activity:
Tenant patrol

Train 40 adult residents
for a crime prevention
patrol.

Reach 5000 hours of
patrolling by the end of
this grant.

64 1280 Trained 10 additional
residents.

1220 hours of
patrolling during this
period.

BLI: Law
Enforcement
Personnel Above
Baseline

Other Activity:
Community policing

Establish partnership with
other law enforcement
programs (e.g. Weed and
Seed).

Establish police mini-
station in targeted
developments.

Finalized partnership
with Weed and Seed
Program.

Established 2 mini-
stations in targeted
developments.

BLI: Physical
Improvements

Other Activity:
Residential security
screens

Install 300 security
screens in ground floor
windows.

Installed 300 screens.
(Note: this was also
reported as part of the
milestones.
Reductions in
burglaries were
reported in the crime
statistics section.)

*Note: This table does not represent the actual report, which will be in electronic format; this table is
only to illustrate the type of data required.
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Milestones

Grantees must establish key milestones for each of the funded budget line items for a given grant.
Milestones should be created for completing the major goals for each budget line item and activity
category from the PHDEP-Supported Activities section of the report. The Milestones section of
the report is electronically linked with the PHDEP-Supported Activities section, and you will be
prompted to set milestone tasks for the PHDEP activities you reported in the previous section.
Milestones, with projected completion dates, should be established in the first semi-annual report
for each grant. The status of each milestone then must be updated in each semi-annual report.
Note that grantees are required to report on completion of any key components of their approved
PHDEP plan.

Milestones are measures that mark your progress in implementing your plans, charting the course
from the starting point (baseline) to the goal. They focus on the implementation process. For
example, for a physical improvements project, the immediate goal or product may be to provide
screens for half of the ground floor windows in PHDEP-targeted developments (1500 screens);
currently, there are no security screens. Milestones could be the dates for the development of the
specifications, awarding of a contract, and having the screens installed. If your ultimate goal is to
reduce burglaries in the PHDEP-targeted developments, you would report on such reductions in
the crime statistics section of the report. However, you may also be using local law enforcement
staff secured through a Memorandum of Understanding (MOU) with a police department in an
effort to reduce burglary and other crime. In this case, you should set and report on milestones for
having such an MOU in place.

As another example, suppose that as part of your strategy to increase resident employment, you
set a goal to develop partnership programs with six employers (to provide training and access to
jobs and resources, or assist residents in developing businesses). Milestones for this goal might be
dates for: arranging meetings with potential partners; developing/submitting proposals; finalizing
agreements; and implementation of activities with residents.

Reporting on the milestones based on your PHDEP plan and the goals you establish will help to
indicate whether you are on track in implementing your plan. These progress measures or
milestones will help to guide and document the successful implementation of your PHDEP plan
and to highlight problem areas or obstacles where changes in programs and projects may be
needed.

Milestone Reporting Items

§ § Budget line item (BLI) category. The electronic reporting system will display a
milestone page for each BLI and activity category for which you reported data in the
previous section. Budget line items include local law enforcement services above
baseline; other law enforcement or security services; investigative services; tenant patrols;
physical improvements to enhance security; drug prevention; drug intervention; drug
treatment; and other. The electronic reporting system will automatically display the
funding that has been authorized and dispersed for each budget line item.
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§ § Activity category. The PHDEP activity categories will be automatically generated based
on your activities reported in the previous section.

§ § Task category. You will be offered a menu of choices for categorizing the type of
milestone/task. The choices are: Personnel, Community Coordination, Event
Coordination, or Other.

§ Task description. Provide a description of each task or step to be completed as part of
your milestones. Your milestones/tasks should be based on your PHDEP plan. Your list
of milestones/tasks and projected completion dates should all be submitted in the first
semi-annual report for each grant. The milestone status and actual completion date can be
edited for subsequent semi-annual reports.

§ § Approximate start date. Provide the start date for each milestone/task.

§ § Expected date of completion. Provide the projected completion date for each
milestone/task.

§ § Actual completion date. Provide the actual complete date for each milestone/task.

§ Task status. Indicate the status of each milestone/task by choosing one of the following
options: on target; delayed; completed; or no longer valid.

§ Comments about task. Discuss any milestone/task whose status has changed to no
longer valid or delayed and discuss any new milestone/task that you have added after the
first semi-annual report. You may also enter other comments about any specified
milestone/task.

V. Results of Resident Surveys in PHDEP-targeted
 Developments/Areas

Grantees are required to conduct an annual survey of residents of PHDEP-targeted developments
or areas, using the questions that are provided in Appendix 1 of this guidebook. Annual survey
results must be reported in the January semi-annual report.

This section summarizes some of the key guidelines for conducting the survey and then explains
how to report the survey results to HUD. Appendix 1 presents the detailed guidelines for
conducting the survey, including the actual survey instrument.
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Summary of Survey Guidelines

The survey needs to be managed by a survey organization, independent of the
HA/Tribe/TDHE. The organization managing the survey may hire residents as interviewers,
however. (See Appendix 1.) The survey costs can be paid for from the PHDEP grant as part of
the evaluation of the program.

The survey questions must be worded and presented exactly as written, so that findings will be
comparable across housing authorities. In addition, the survey should be conducted over the same
time period each year to avoid the effects of seasonal variation in crime.

The survey should be administered to adult residents (one per household) who have lived in the
PHDEP-targeted areas for a year or more at the time of the interview, because the questions
ask respondents to compare the present time to the year before. Confidentiality of individual
survey responses must be protected. Your agency should receive no data that include personal
identifiers, such as names or social security numbers or addresses.

If sampling is used (instead of interviewing all households who meet the above criteria), then your
survey sample should be drawn from all of these households in PHDEP-targeted
developments/areas. Households need to be randomly selected, where each eligible household has
an equal chance of being selected, or systematically selected (as discussed in Appendix 1). The
sample must be large enough to detect statistically significant differences in responses over time.
(Approximately 400 interviews should be completed if a simple random sample or systematic
sample is used.) At smaller housing authorities, the survey may be administered to all eligible
households in PHDEP-targeted developments/areas. If you have fewer than 400 eligible
households in PHDEP-targeted developments/areas, then you should take a census, surveying all
eligible residents.

The method of data collection should be either: 1) telephone interviews, with in-person follow-up
to reach households without telephones; 2) face-to-face interviews only; or 3) a multi-method
approach, using mail, followed by telephone, with in-person follow-up to reach households
without telephones. Mail surveys cannot be used alone because of their typically lower response
rates. To have validity, the survey should achieve a response rate of 70 to 80 percent of the
eligible households in the sample.

Grantees should instruct their survey contractors to follow the survey guidelines provided
in Appendix 1, and grantees should use these guidelines as a basis for monitoring the
contractor.

If you have questions about survey procedures or would like additional advice, please contact the
HUD Drug Information and Strategy Clearinghouse (DISC) at 1-800-955-2232.
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Survey Reporting Items

After you have conducted your survey, you must provide the following in the January semi-
annual report.

Survey information

§ Starting date and ending date of your survey. Over what period of time was your
survey conducted?

§ If you used a sample, what percentage of the eligible households did you include in
the sample? If you used a census (surveyed all households), enter 100 percent.

To be eligible, a respondent in a household would have to be an adult and have lived in
the PHDEP-targeted area for at least a year. Only one person can be surveyed per
household. Out of this group of eligible households, what percentage was included in the
survey sample? Note that the sample includes all households for whom a survey attempt
was made. (To calculate the percentage, the number of eligible households included
in the sample should be divided by the total number of all eligible households in
PHDEP-targeted areas).

For example, suppose that 6500 residents live in PHDEP-targeted areas and that 4700
residents are adults who have lived in the targeted areas for at least a year. These 4700
adults are our eligible population. If we sampled 500 households in order to achieve 400
completed interviews, we would be including 10.6 percent of eligible households in the
sample. (500/4700=.106).

Note that, because of nonresponses (which should total less than 30 percent of those for
whom a survey attempt was made), you have to plan to sample enough households to
achieve the desired number of completed interviews (400).

§ § Among all of the eligible households in your sample (or census if you surveyed all of
the eligible persons), what is the estimated rate of response?

To calculate the response rate, the number of households completing the survey
should be divided by the total number of eligible households in the survey sample
or census (all eligible households for whom a survey attempt was made). Note that
the denominator should include the nonrespondents as well as the respondents. The
denominator should only include eligible households, not ones who were found to be
ineligible after initial screening.

Suppose that your survey organization completed 405 interviews and that the survey
sample included 500 eligible households (for whom a survey attempt was made). So the
response rate would be the number of households interviewed (405) divided by our
entire sample (500), which equals 81 percent. (405/500=.81)
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Responses to survey questions

Provide the summary survey results as indicated in the following table. Provide the total number
of households responding to each question and the percentage of households giving each specified
answer. Calculate the percentages based on the total number responding to each question. For the
mail survey, if a question is left blank, you would not count it in the ANumber responding@
column.
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Percentage of respondents giving each answer:

Question Number
responding

Very
safe

Somewhat
safe

Somewhat
unsafe

Very
unsafe

Don't
know

Refused

[Respondents must be adult residents
who have lived in PHDEP-targeted
areas one year or more]:

1. How safe do you feel...

§ _______ ______ ______ ______ ______ ______ ______

§
_______ ______ ______ ______ ______ ______ ______

§

_______ ______ ______ ______ ______ ______ ______

Number
responding Less

About the
same More

Don't
Know Refused

2. Compared to one year ago, how
safe do you feel now:

§ alone at night in your home? _______ ______ ______ ______ ______ ______

§ out alone at night walking in
your (development/immediate
neighborhood)*?

_______ ______ ______ ______ ______ ______

§

_______ _______ _______ _______ _______ _______

[Question (3) is only for residents
with children living at home]

3. Compared to one year ago, how
safe do you feel about your
children playing outdoors in your
(development/immediate
neighborhood)* during the day?

________ ______ ______ ______ ______ ______

*Substitute Aimmediate neighborhood@ for Adevelopment@ if respondent does not live in a development. (Respondent
may live in scattered housing units, for example, instead of a development.)
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Percentage of respondents giving each answer:

Question Number
responding

Less
About

the same More
Not

been a
problem

Don't
know

Refused

4. Compared to one year ago, is
there less, about the same, or
more of the following
occurring in your
(development/immediate
neighborhood)*:

§ _______ _______ _______ _______ _______ ______ _______

§ _______ _______ _______ _______ _______ ______ _______

§ _______ _______ _______ _______ _______ ______ _______

§ _______ _______ _______ _______ _______ ______ _______

§ _______ _______ _______ _______ _______ ______ _______

§ _______ _______ _______ _______ _______ ______ _______

§
_______ _______ _______ _______ _______ ______ _______

*Substitute Aimmediate neighborhood@ for Adevelopment@ if respondent does not live in a development.
(Respondent may live in scattered housing units, for example, instead of a development.)
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VI. Narratives

The information in this narrative section will be considered by HUD for use in publications, in
Congressional testimony, and to inform policy changes.

§ Problems encountered. Discuss any problems encountered in implementing your
approved PHDEP plan and how they were addressed (or are being addressed). You
may address any issue pertinent to implementation of your PHDEP program.

§ Success stories/best practices. Provide a brief narrative of notable success stories or
achievements during this reporting period. For example, you may address any
significant result of your PHDEP program; other results achieved for residents;
innovative programs and practices; lessons learned; leveraging of PHDEP resources
(developing additional sources of funding, in-kind services, donations, and volunteer
resources to supplement your PHDEP grant); successful community mobilization;
effective PHDEP strategies or management initiatives. (Note that you are required to
report on completion of your approved PHDEP program plans in the Milestones
section.)

VII. Certification of Accuracy and Completeness

The grant requires that the Executive Director of the HA/Tribe/TDHE certify the accuracy and
completeness of each semi-annual report. There will be a place on the Internet reporting system to
indicate that the Executive Director has certified the accuracy and completeness of the report that
you are submitting electronically.

VIII. Closeout Report

The Internet reporting format will give you the opportunity to indicate if this is your closeout
report on a PHDEP grant. If you indicate this is a closeout report, the system will require you to
provide a final narrative report regarding completion of your approved plan, problems
encountered, and success stories/best practices. This final narrative should cover the entire grant
period. This closeout report can be submitted either as part of the last semi-annual report for a
grant or in the next semi-annual reporting cycle (July 30 or January 31).



Appendix 1: Survey Guidelines and Materials

§ Survey guidelines
§ Telephone/in-person questionnaire
§ Commonly asked questions and suggested answers for interviewers
§ Self-administered mail version of the questionnaire
§ Sample advance letter for telephone/in-person questionnaire
§ Sample cover letter for mail questionnaire
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Survey Guidelines

Contracting the Survey

The survey needs to be managed by an organization independent of the HA/Tribe/TDHE. The
cost of the survey can be paid from the PHDEP grant. Organizations that can provide this service
include survey research firms and local colleges or universities. A resource for locating survey
organizations is the American Association for Public Opinion Research=s Blue Book directory,
available on the Internet at www.aapor.org. Important capabilities for a survey contractor include:
experience in survey sampling (if you plan to take a sample instead of interviewing all PHDEP-
targeted households); experience in the data collection methods to be used, such as telephone, in-
person, or mail surveys; experienced interviewers; strong interviewer training and supervision; and
the ability to protect the confidentiality of survey responses. The organization managing the
survey may hire residents as interviewers if they are well-trained and monitored for quality
assurance and do not conduct interviews in their own developments. (See the Interviewing
section.)

The data processing component of the survey may be handled by the same survey contractor or by
a data processing contractor, depending on capabilities, cost efficiencies, and your preference.

Eligible Population and Sampling

The survey will cover households in PHDEP-targeted developments/areas, with one respondent
per household. To be eligible, respondents should be adults (age 18 or over) and have resided in
the PHDEP-targeted area for at least one year. Residents meeting these criteria can be identified
through your resident records/database or by asking screening questions at the beginning of the
questionnaire.

In developments or targeted areas with fewer than than 400 eligible households, all eligible
households should be surveyed (a census). Otherwise, you may want to consider sampling. If
sampling is used instead of a census of all eligible households, then your survey sample should be
drawn from all of the eligible occupied dwellings in PHDEP-targeted developments/areas.
Households need to be selected by simple random1 sampling (or systematic sampling),2 so that
each eligible household has an equal chance of being selected. It is also critical to have an
                                               
1Simple random sampling would select each household in the sample at random (e.g., by using a table of random
numbers to select the first sample household from among all eligible households, then the second sample
household from among those remaining, and so on.)

2Systematic sampling selects households by applying a numeric sampling interval, with a random start. The
sampling interval, (number Ak@), is obtained by dividing the number of eligible households by the size of the
sample (for example, 5000 eligible households and a sample size of 400 give k=12.5). The random start is a
randomly chosen whole number between 1 and Ak@, from which to start the intervals. The selected sample will
contain the household corresponding to the random start and every kth household thereafter. For example, if the
random start is 7, the sample would contain households 7, 19, 32, 44, 57, and so on. Ignore any fractions where
calculating k does not give a whole number.
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adequate sample size to achieve a valid representation of PHDEP-targeted households and to be
able to compare survey findings across years. Approximately 400 interviews should be completed
if a simple random or systematic sample is used. (This means that your survey sample would need
to be larger than 400 to allow for nonresponses and ineligible households if you are not able to
screen out ineligible households prior to interviewing.)3 When you draw your sample, you should
also draw supplemental (replacement) samples as backup for possible future use. You may need
to increase your sample size as you are administering your survey if, for example, your initial
response rate is lower than expected due to outdated resident lists (resident turnover). Four
batches of 100 households (replicates) should be sufficient as supplemental samples.

If your HA/Tribe/TDHE wants to do separate analyses on any subgroups of interest (for example,
by geographic area, type of development, or building type), then you would need to sample those
subgroups separately to have enough households represented in each group to be able to detect
statistically significant differences in responses across groups. (This is not required for your
PHDEP semi-annual report.) Your survey contractor should be able to help you determine
appropriate sampling procedures and sample sizes if you have special analytic goals.

If you have any questions or would like technical assistance, HUD can also advise you on an
appropriate survey methodology for your HA/Tribe/TDHE.

Confidentiality

The survey must be administered so that individual responses are confidential. Sensitive questions
will be answered more honestly if confidentiality is provided. The survey contractor is charged
with protecting confidentiality. The survey questionnaire should be identified only by a unique
identification number. Your agency should never receive the linkage between identification
number and the name of the respondent. Thus, your agency will never know which tenants
completed the survey or how they answered. The survey contractor will need to have a list of the
sampled households by name and address as they administer and monitor the survey, but the data
delivered to your agency will not contain any personal identifiers.
                                               
3To determine the sample size, you would divide the desired number of completed interviews (400) by the expected
rate of response among eligible households. If you expect to achieve a response rate (completed interviews) among
approximately 70 percent of eligible households, then your sample size should be (400 divided by .70) or 571. This
will allow for the nonresponses. This assumes that you are able to identify eligible households (with an adult
resident who has lived in the PHDEP-targeted areas for a year or more) before you select your sample and
interview households, for example, using a housing authority resident database. If you cannot pre-screen household
eligibility before the survey, then you would need to account for this in your sample size determination, by
estimating the rate of eligibility among your PHDEP households. Suppose that you estimate that 80 percent of the
PHDEP-targeted households will be eligible (have lived there for a year or more). Then you would calculate your
sample size by dividing the desired number of completes by the estimated rate of response and then by the
estimated rate of eligibility. (400 divided by .70 = 571; 571 divided by .80 = 714). Then your sample size should be
714 to complete an estimated 400 interviews. Note that there are software packages that can calculate sample sizes,
including nQuery Advisor and other packages, but technical training is required to know how to use the software
appropriately to get the right answers.
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Methods of Data Collection

Grantees should conduct their annual survey over the same time period each year to avoid the
effects of seasonal variation in crime. There are three options for the survey data collection
method:

1) Telephone interviews with in-person follow-up to reach those households without
telephones. The in-person follow-up is necessary because a significant portion of
residents may not have telephones; not including these residents in the survey would
bias the results.

2) In-person interviewing only. (This is the most expensive option, but has relatively high
response rates.)

3) A Amulti-mode@ survey method, combining mail, telephone, and in-person
interviewing. Mail surveys should not be used alone, however, due to the typically
lower rate of response with that method.

A multi-mode approach that includes direct mail can combine cost-efficiency with a high response
rate. The initial survey attempt can be made economically through the mail, using a self-
administered survey. A self-administered mail questionnaire may have merit as an initial approach
both because the questions are closed-ended items and because some of them involve disclosing
sensitive, and perhaps even risky, information. Therefore, some residents may prefer the
anonymity of mail. The self-administered mail survey also offers the advantages of potential cost
savings, centralized control of the survey operation, no interviewer bias, and opportunity for
thoughtful responses. On the other hand, potential drawbacks to direct mail may include a
relatively low literacy rate among residents and at some developments, unreliable mail service. In
areas where mail service is a problem, it may be better to hand distribute the self-administered
surveys.

To illustrate the process of using this multi-mode approach, about two weeks after the survey is
mailed (the sample release date), the survey contractor=s phone center/interviewers should place
reminder telephone calls to all respondents who have not returned the questionnaire. The phone
center/interviewers can attempt to complete the interview over the telephone with all willing
respondents. Four weeks after the mail date, a second phone call should be made to any who have
not yet responded.

The contractor=s phone center would review each case that has not been successfully completed
within four weeks of the initial mail date (sample release date) and determine the likelihood that
the case can be completed by phone. Cases that are unlikely to be completed over the telephone
would be referred to the field interviewers for in-person interviews. Cases that are good
possibilities for completion over the telephone would be retained in the telephone center. These
would include, for example, sample members who are out of town or who have already made
appointments to be interviewed. All cases that do not have a completed follow-up interview
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either by mail or phone within five to six weeks of their sample release date would be forwarded
to the contractor=s field interviewer for in-person interviewing.

Response Rates

To be valid, the survey should achieve a response rate of at least 70 to 80 percent of the eligible
households in the sample. Response rates should be closely monitored throughout the survey. If
response rates fall short of the target, steps should be taken to increase the response. Significant
rates of nonresponse will bias the survey results, making it difficult to draw conclusions about the
PHDEP-targeted population as a whole. Those who did not respond may be different from those
responding--the lower the response rate, the greater will be this concern.

If you anticipate having difficulties achieving at least a 70 percent response rate, you should take
steps to structure the sample to try to get representative coverage of all the PHDEP targeted
developments/areas and be prepared to demonstrate to HUD that the demographics of the sample
closely match the demographics of the population. If you have questions or need advice, call the
HUD Drug Information and Strategy Clearinghouse.

Methods employed to achieve these response rates include:

§ Notifying the community and community leaders about the survey before data
collection begins. It is important to notify the community and community leaders in
advance of the survey through such means as flyers posted in the buildings,
announcements at resident meetings, and phone calls to resident leaders.

§ Sending a convincing advance letter prior to a telephone survey or in-person
interview, or a cover letter with the mail survey, if mail is employed as the first
method. An advance letter will prepare residents for the contact, increase trust, and
generate increased interest in participating. The letter should describe the purpose of
the survey and why the resident=s participation is important to the success of the
project (helpful to the community and for public safety, etc.). A sample letter is
provided in Appendix 1.

§ Clearly presenting the purpose of the survey and assuring confidentiality of
responses. Respondents need to know that their help is important, how the
information will be used, and that their answers are confidential.

§ Providing a toll-free (or local) telephone number to respondents to contact the
interviewer/phone center. An 800 or local telephone number can be provided to
respondents who prefer to contact the interviewer/phone center to schedule or
complete an interview.

§ Addressing language barriers. A Spanish version of the survey and cover and advance
letters will be available upon request from the HUD Drug Information and Strategy
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Clearinghouse. If there is a sizable resident subpopulation (20 percent or more of the
total HA/Tribe/TDHE population) whose primary language is other than Spanish or
English, then the survey should be translated into that language and administered to
those respondents by a person proficient in that language. It is not necessary to
translate the survey into multiple languages when the ethnic subgroups are small ones.

§ If telephone surveys are used, making multiple calls, especially on evenings and
weekends to reach respondents. A minimum of 12 telephone attempts should be made
per sampled household. For in-person interviews, five interview attempts should be
made. If the resident was hostile, the case can be considered a refusal after only one
attempt.

§ Making efforts to convert refusals. The interviewers need to know that achieving a
high response rate is important and the contractor should have procedures in place to
convert refusals into completed interviews. Ways to convert refusals include using a
different/more experienced interviewer, offering the respondent an opportunity to call
the interviewer at a more convenient time, or using a supervisor to persuade a
reluctant respondent of the importance of his or her participation. A significant portion
of refusals is simply due to calling at the wrong time, so call-backs are important. At
least one additional attempt should be made when the first attempt is a refusal.

§ Having well-trained and experienced interviewers, who also have experience with
economically disadvantaged participants. Or, if residents are used, provide additional
training and supervision.

Use of incentives (payments) for the interviews is neither necessary nor recommended.

Questionnaire

The actual questionnaire is provided in Appendix 1, with one format for telephone or in-person
interviews and another for mail (self-administration). The survey instrument takes about five
minutes to administer. The survey questions must be worded and presented exactly as written so
that responses will be valid and findings will be comparable across housing authorities. Small
changes in the wording of questions can change the way respondents understand questions, so no
changes may be made.

Respondents must be adults who have lived in the PHDEP-targeted area for at least a year. If you
did not already select for this in your sample, then the interviewer should ask respondents the
initial screening question shown on the survey. The survey has four main questions, with multiple
parts, to ask how residents perceive safety and crime at the time of the interview and compared
with one year before. The questions all have closed responses, such as: Less Safe, About the
Same, or More Safe. The third question is only for parents and would be skipped if respondents
do not have children. (The screening question just prior to question number 3 will determine this.)
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Interviewing

§ Recruitment. The identification and training of well-qualified interviewers is critical to the
success of any survey effort. The survey subcontractor should have experience in selecting
and training the telephone and in-person interviewers to be used in this survey and should
demonstrate commitment to find the best candidates for this survey effort. Both telephone
and in-person components should use interviewers who are experienced in conducting
data collection with low-income populations. They need to have strong verbal skills, an
ability to persuade reluctant respondents to cooperate, and experience in collecting
sensitive data.

Using residents as interviewers may increase the legitimacy of the survey in the eyes of
residents; respondents may be more willing to speak with interviewers they perceive as
being more like themselves. Hiring residents also provides valuable employment
experiences and training for residents.

If residents are employed as interviewers you will need to follow some basic guidelines.
Each applicant should be required to complete an application process, including a one-on-
one meeting with his/her potential supervisor and exercises to gauge the applicant=s
reading and speaking skills, and his/her ability to take direction. Residents often have little
or no work experiences and require more intensive training and supervision than would
professional interviewers. If you have a tenant patrol, its members may be good
candidates. Finally, if residents are employed as interviewers, they must not interview
individuals they know personally because this may bias the responses. To avoid this
situation, residents should not work in the developments/immediate areas in which they
live.

§ Training. The contractor should provide thorough interviewer training, routinely monitor
interviewer performance, and ensure adequate supervision to respond to questions or
problems. Thorough training procedures are necessary to ensure both quality data and
successful access to the respondent. Training accomplishes these objectives by first
familiarizing the data collection staff with the substance, terminology, and methodology of
each study. Training also helps to ensure consistency. There may be more than one Aright@
way to collect any data item, but if the data are not collected consistently by every
interviewer, the results are compromised. A key part of training teaches standardization of
interviews, so that the interviewers do not affect (or bias) the way respondents answer the
questions. Interviewers must be instructed on how to avoid bias by carefully phrasing
questions and probes. Training also incorporates techniques that interviewers may use to
avoid initial refusals and minimize breakoffs, thus further ensuring a high response rate.

Good training includes methods for quality control to ensure that at the end of the training
each interviewer is qualified to conduct the survey. One of the most significant techniques
is role playing. Interviewers group themselves in pairs, and one person acts as the
respondent, while the other person conducts the interview. Senior survey staff monitor the
responses, interviewing proficiency, and answer recording. Any difficulties encountered
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during this practice period elicit either further training or replacement of the interviewer.

A summary sheet of anticipated questions should be provided to the telephone or in-
person interviewers so that the interviewers can feel confident that they are prepared to
answer residents= questions as they arise. A list of such questions and answers is provided
in Appendix 1.

§ § Quality control. Interviews should be monitored while they are in progress to ensure
high-quality data. Higher monitoring rates are implemented at the beginning of each study,
when staff are most likely to need reinforcement of project-specific terms, procedures, and
uniform techniques. Staff also need to understand the importance of preserving
confidentiality and making sure that respondents understand confidentiality.

In addition, approximately 10 percent of each interviewer=s work should be randomly
selected and validated. Validation is a process in which an interviewer=s work is verified to
make sure that the questions were asked and that they did not falsify interviews. This is
especially important in the beginning and with inexperienced interviewers. Typically, the
supervisor administers a brief questionnaire that asks respondents: if they were surveyed;
if the interviewer was courteous; approximately how long the interview took; and whether
they were asked about particular survey topics. (A question from the beginning, middle,
and end of the survey may be referenced for validation purposes; it is not necessary to re-
ask the survey questions.) Validation can be conducted by phone for both telephone and
in-person interviews when the residents have phones and a phone number was obtained.
(If you are conducting all of your interviews in-person, you should plan to obtain resident
phone numbers for possible validation of interviews.) For face-to-face surveys, at least
some validation will have to be done in person or by mail since many residents do not have
telephones.

§ Safety issues. The interviewers= safety must always come first, and this should be
emphasized in the interviewer training and administration procedures. Security staff should
be alerted to the dates and times the interviewers will work on site each day. Whenever
possible, interviewing should take place in teams. In multi-unit buildings, teams of
interviewers can be assigned to a floor, or in low-rises, a building. When interviews are
taking place in row houses or single family units, interviews can be paired by block or
development. Interviewers should never be required to enter an apartment or to enter a
building alone--interviews can be conducted in the doorway of the apartment or unit. For
high-rise developments, interviewers may need to be provided with flashlights to be
prepared for darkened stairwells and hallways. Interviewers may also be provided whistles
to communicate with team members.

In general, it is important to try to conduct surveys at different times so that the pool of
respondents is not biased; normally, weekend or evening interviews would be conducted in
addition to week day interviews, to ensure that working residents are included in the
survey. In particularly dangerous developments/areas, however, interviews should be
scheduled during the safer times. The safest times are week days during the day while the
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children are in school.

§ Arranging site access. The survey organization will need to be given access to the
developments/PHDEP-targeted areas, including on-site office space, such as a site
manager=s office, a resident council office, or a vacant, available apartment. It is important
to notify all relevant site staff and security staff in advance about the data collection.

Preparation of Survey Data

The survey contractor or data processing contractor will need to set up procedures for receiving
and computer-entering data.

The contractor will organize the data into database files and develop systems to validate the
accuracy of the data collected. Data entered from the survey instruments should be 100 percent
verified. This means that one data entry clerk enters the data directly from the survey instrument
and a different operator subsequently re-enters the data. The data are processed through a
verification program that indicates any fields for which the two entries are not identical.

Following coding and verification, computer cleaning programs are applied. Data quality tests,
such as for completeness, plausible range, and internal consistency, need to be conducted. The
first step in data cleaning is usually range checks to identify response codes that are not in the
specified allowable list of codes and are therefore unacceptable. The next step is consistency (or
logic) checking to ascertain that the appropriate skip pattern was followed. Any errors detected
by the cleaning program are resolved by going back to the original survey to determine the source
of error and make a final reconciliation. The next step is to produce marginal frequencies (the
total number of people giving each answer to each question). This procedure is repeated until the
data set is entirely clean. Once the data are cleaned, either the contractor or the HA/Tribe/TDHE
can tabulate the survey data for the semi-annual report and perform any other analyses.

The contractor should create documentation to describe each data file and code formats,
identifying the contents of the file in terms of the name, position, source, and characteristics of
each data item in the file.

The contractor should retain the original completed questionnaires and data files to respond to
any questions by HUD and to be prepared for a possible audit of the accuracy of reporting.
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Interview Time
Resident ID #

Interviewer ID

Date

PHDEP RESIDENT SURVEY
TELEPHONE OR IN-PERSON QUESTIONNAIRE

INTRODUCTION:

Hello, my name is ___________. I=m calling from (NAME OF SURVEY ORGANIZATION) in
(CITY/STATE). (We recently sent you a letter explaining that)* We are working with (NAME
OF HOUSING AUTHORITY/TRIBE/TRIBALLY DESIGNATED HOUSING ENTITY) on an
important study of residents= views of crime and safety in their neighborhoods. Your household
was randomly selected from a list of residents. Your answers are critical in helping to improve
programs that promote safety in your neighborhood and improve services for residents. I want to
thank you in advance for your help with the survey.

This interview should take about 5 minutes to complete. Your answers will be kept confidential,
and your name will not be identified in any answers you give.

[SCREENING QUESTIONS]

First, I=d like to verify some information before we begin:

A. I=d like you to confirm your address please.
[READ RESPONDENT=S STREET NAME AND UNIT NUMBER. VERIFY
AGAINST ADDRESS LABEL YOU HAVE FOR THE RESPONDENT. IF STREET
ADDRESS DIFFERS, TERMINATE THE INTERVIEW; IF ONLY CHANGE IN UNIT
OR APARTMENT NUMBER, CONTINUE.]

G [TERMINATED DUE TO INCORRECT ADDRESS]

B. Are you at least 18 years of age?

Yes....G1 [SKIP TO C]
 No....G2

*[IF YOU SENT AN ADVANCE LETTER FIRST, INSERT THIS PHRASE AT THE BEGINNING OF THE SENTENCE.]
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B1. Is there someone age 18 or older at home now with whom I can speak?

 Yes....G1 [REPEAT INTRODUCTION AND SCREENING
 QUESTIONS A, B, C FOR NEW RESPONDENT]

 No....G2 When would be a good time to call back to speak with an adult?
 [NOTE RESPONSE AND THEN TERMINATE THE

 INTERVIEW]

C. Have you been living at this address for at least one year?

Yes....G1

 No....G2 [TERMINATE INTERVIEW]
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[INTERVIEWER: REFER TO SAMPLE LIST. IF RESPONDENT IS LISTED AS LIVING IN
A DEVELOPMENT, SAY ADEVELOPMENT@; OTHERWISE, SAY AIMMEDIATE
NEIGHBORHOOD.@]

Now I=d like to ask you about safety in the (development/immediate neighborhood) where you
currently live.

VERY
SAFE

SOME-
WHAT
SAFE

SOME-
WHAT

UNSAFE

VERY
UNSAFE

DON'T
KNOW

REFUSED

[START WITH FIRST ITEM.
REPEAT FULL QUESTION
UNTIL ALL ITEMS HAVE BEEN
RATED.]

1. How safe do you feel....

A. alone at night in your
home. Would you say very
safe, somewhat safe,
somewhat unsafe, or very
unsafe?

G1 G2 G3 G4 G5 G6

B. out alone at night walking
in your (development/
immediate neighborhood)?
Would you say very safe,
somewhat safe, somewhat
unsafe, or very unsafe?

G1 G2 G3 G4 G5 G6

C. out alone during the day
walking in your
(development/immediate
neighborhood)? Would you
say very safe, somewhat
safe, somewhat unsafe, or
very unsafe?

G1 G2 G3 G4 G5 G6
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Next, I=d like you to compare how safe you feel now with how you safe you felt one year ago.

LESS ABOUT
THE

SAME

MORE DON'T
KNOW

REFUSED

[START WITH FIRST ITEM. REPEAT
FULL QUESTION UNTIL ALL ITEMS
HAVE BEEN RATED.]

2. Compared to one year ago, how safe
do you feel now. . .

A. alone at night in your home?
Would you say less safe, about the
same, or more safe than you did a
year ago?

G1 G2 G3 G4 G5

B. out alone at night walking in your
(development/immediate
neighborhood)? Would you say
less safe, about the same, or more
safe than you did a year ago?

G1 G2 G3 G4 G5

C. out alone during the day walking
in your (development/ immediate
neighborhood)? Would you say
less safe, about the same, or more
safe than you did a year ago?

G1 G2 G3 G4 G5
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The next question will only apply to residents with children at home.

3A. Do you have any children living with you in your home? This includes any child 17 years old
or younger who has lived with you at this residence for at least the past year.

Yes....G1 [ASK 3B]
No ....G2 [SKIP TO 4]

LESS ABOUT
THE

SAME

MORE DON'T
KNOW

REFUSED

3B. Compared to one year ago, how safe
do you feel about your children
playing outdoors in your
(development/ immediate
neighborhood) during the day? Would
you say less safe, about the same, or
more safe than a year ago?

G1 G2 G3 G4 G5
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The next few questions are about problems you may have in your (development/neighborhood).

[IF RESPONDENT ANSWERS THAT AN ITEM WAS NOT A PROBLEM A YEAR AGO
AND IS NOT A PROBLEM NOW, CHECK BOX IN COLUMN ANOT BEEN A PROBLEM.@]

LESS ABOUT
THE

SAME

MORE NOT
BEEN A

PROBLEM

DON'T
KNOW

REFUSED

4. Compared to one year ago, is there
less, about the same, or more of the
following occurring in your
(development/immediate
neighborhood)?

 Is there less, about the same, or more
[READ ITEM] now as compared with
one year ago.

A. crime G1 G2 G3 G4 G5 G6

B. vandalism or graffiti G1 G2 G3 G4 G5 G6

C. groups hanging out G1 G2 G3 G4 G5 G6

D. concealed drug dealing G1 G2 G3 G4 G5 G6

E. open-air drug dealing G1 G2 G3 G4 G5 G6

F. drug use by residents G1 G2 G3 G4 G5 G6

G. young people controlling the
building or area in which you live

G1 G2 G3 G4 G5 G6

THANK YOU STATEMENT:

Those are all the questions I have. Thank you very much for taking the time to answer. Have a
pleasant (day/evening).
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COMMONLY ASKED QUESTIONS AND SUGGESTED ANSWERS
FOR INTERVIEWERS

Question Response

You get a recording that says
the telephone number has been
changed to (new number).

Code the disposition non-working/disconnected. Do not
call the new number.

Who are you? Where are you
calling from?

Say: "I'm an interviewer calling from (name of survey
organization) in (name of city). We are a survey
organization conducting (telephone/in-person) interviews
for the (name of housing authority/Tribe/Tribally
Designated Housing Entity).

How do I know that this is a
legitimate study?

Invite them to call (contact person and phone number at
survey organization; contact person and phone number at
housing authority/Tribe/Tribally Designated Housing
Entity) during business hours. (Or if there is voicemail, the
respondent can leave a voicemail message anytime.)

What is the purpose of this
study?

This is an annual survey to find out how safe residents feel
and their views about crime levels. The (name of housing
authority/Tribe/Tribally Designated Housing Entity) needs
to know how residents feel to measure the performance of
their programs. It's important that those who have been
selected by the study's random selection procedure
complete the interview. If they do, the (name of housing
authority/Tribe/Tribally Designated Housing Entity) will
have more accurate and reliable information on which to
base future policies or actions.

Why should I do the interview? Your participation is important so that we can get accurate
information about how residents feel. This information will
be used to monitor resident safety and performance of
(name of housing authority/Tribe/Tribally Designated
Housing Entity) programs.
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Will the (housing
authority/Tribe/Tribally
Designated Housing Entity)
know what I said?

No, your answers will be kept confidential. The (housing
authority/Tribe/Tribally Designated Housing Entity) will
not know who answered the survey.

How was I selected/How did
you get my name?

Explain that households for this study were randomly
generated by a computer (or however the sample was
selected) from a list of residents.

What kinds of questions will be
asked?

This is a brief survey that will ask you how you feel about
your safety and about levels of crime now compared with a
year ago.

Who will see my answers? After the interview, your address information will be kept
separate from your answers to the questions. Your answers
will be combined with the answers of other residents of the
(name of housing authority/Tribe/Tribally Designated
Housing Entity). You will never be personally identified.
All information you provide will be kept strictly
confidential.

How long will the interview
take?

People usually complete the interview in 5 to 10 minutes.

I=m too busy. We need information from busy people like yourself to
have a complete cross-section of residents.

I=m not interested. We are interviewing a cross-section of residents at the
(name of housing authority/Tribe/Tribally Designated
Housing Entity). This is your opportunity to give your
opinions. The information you provide is very important.

This is (Saturday/Sunday): how
come you=re calling now?

(Name of survey organization) conducts its surveys seven
days a week in order to have a representative sample of all
types of people.

Why don=t you mail the
questionnaire to me?

We need to get the information now so we can begin
processing the survey findings all together.

Do I have to do the interview?
What will happen if I refuse?

Your participation is strictly voluntary. You are one of a
limited number of people chosen at random in the (name of
housing authority/Tribe/Tribally Designated Housing
Entity). It is important that you complete the interview so
we can determine how residents feel about their safety so
that the right policies can be made.
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Can I get a copy of the results? We can provide you with a summary of the results at your
request. Please be aware that such a summary may not be
available for several months. (If respondent still wishes to
get a copy, note this on the Respondent Information
Booklet.)

Why do you need to know if I
have lived here for a year or
more?

This survey asks you how safe you feel now compared to
one year ago, so only residents who have lived here a year
or more can respond.

What do you mean by
Aimmediate neighborhood@?

What do you mean by
Adevelopment?@

Your immediate neighborhood would be the area closely
surrounding where you live--whatever you consider to be
your neighborhood.

By Adevelopment,@ we mean your residential development
in the (name of housing authority/Tribe/Tribally Designated
Housing Entity).
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PHDEP SELF-ADMINISTERED MAIL SURVEY

COMMUNITY SURVEY

Please answer the following question about safety in your development, if you live in one, or in
your immediate neighborhood.

1. How safe do you feel.... (Please circle one number in each row.)

VERY SAFE SOMEWHAT
SAFE

SOMEWHAT
UNSAFE

VERY UNSAFE

– – – –

Alone at night in your home? 1 2 3 4

Out alone at night walking in your
development or immediate
neighborhood?

1 2 3 4

Out alone during the day walking in
your development or immediate
neighborhood?

1 2 3 4

For each of the following questions, please compare how safe you feel now with how safe you
felt one year ago.

2. Compared to one year ago, how safe do you feel now. . . (Please circle one number in
each row.)

LESS SAFE ABOUT THE
SAME

MORE SAFE

– – –

Alone at night in your home? 1 2 3

Out alone at night walking in your
development or immediate neighborhood?

1 2 3

Out alone during the day walking in your
development or immediate neighborhood?

1 2 3
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3A. Do you have any children living with you in your home? This includes any child 17
years old or younger who has lived with you at this residence for at least the past year.
(Please circle number below.)

Yes .... ........... 1 L ANSWER QUESTION 3B.

  No .... ........... 2 L GO TO QUESTION 4.

LESS SAFE ABOUT THE
SAME

MORE SAFE

– – –

3B. Compared to one year ago, how
safe do you feel about your
children playing outdoors in your
development or immediate
neighborhood during the day?
(Please circle one number.)

1 2 3
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The next question is about problems you may have in your development, if you live in one, or in
your immediate neighborhood.

4. Compared to one year ago, is there less, about the same, or more of the following
occurring in your development or in your immediate neighborhood?

(Please circle one number in each row. If the item indicated below was not a problem a
year ago and is not a problem now, just circle number 4-- ANot Been a Problem.@)

LESS ABOUT THE
SAME

MORE NOT
BEEN A PROBLEM

– – – –

Crime 1 2 3 4

Vandalism or graffiti 1 2 3 4

Groups hanging out 1 2 3 4

Concealed drug dealing 1 2 3 4

Open-air drug dealing 1 2 3 4

Drug use by residents 1 2 3 4

Young people controlling
the building or area in
which you live

1 2 3 4

Thank you very much for taking the time to answer this important resident survey. Please use the
postage-paid envelope provided to return the survey to:

 (INSERT SURVEY ORGANIZATION NAME AND ADDRESS)



June 17, 1999

22

SAMPLE ADVANCE LETTER
 FOR TELEPHONE OR IN-PERSON SURVEY

March 4, 1999

Ms. Belva Cooper
74 Arden Rd.
Captain John, MD 22222

Dear Ms. Cooper:

Having a safe place to live, work, and raise families is very important to residents. (NAME OF
SURVEY ORGANIZATION) is conducting a study for the (NAME OF HOUSING AGENCY,
TDHE, OR TRIBE) and the U.S. Department of Housing and Urban Development (HUD) to
learn how residents feel about crime and safety in their neighborhoods. We will be calling (calling
on)* you sometime in the coming weeks to ask your opinions. Your participation will help to
improve programs that promote safety in your community and improve services for residents.

Your household is one of a small number drawn at random where people are being asked to give
their opinions. Your participation will help the (NAME OF HOUSING AGENCY, TDHE, OR
TRIBE) and HUD to get accurate information about what residents think.

Your answers will be kept completely confidential, and your name will not be identified in any
answers you give. All of the residents= answers will be added together for a summary report of
residents= views.

If you have any questions about the survey, please call or write. I would be happy to speak with
you. My telephone number is (301)999-9999.

We look forward to talking with you soon. Thank you very much for your help.

Sincerely,

Sophie Bourgen
Project Director

*[NOTE: SUBSTITUTE CALLING ON FOR CALLING IF YOU ARE PLANNING AN IN-PERSON INTERVIEW.]
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SAMPLE COVER LETTER
 FOR SELF-ADMINISTERED MAIL QUESTIONNAIRE

March 4, 1999

Ms. Belva Cooper
74 Arden Rd.
Captain John, MD 22222

Dear Ms. Cooper:

Having a safe place to live, work, and raise families is very important to residents. (NAME OF
SURVEY ORGANIZATION) is conducting a study for the (NAME OF HOUSING AGENCY,
TDHE, OR TRIBE) and the U.S. Department of Housing and Urban Development (HUD) to
learn how residents feel about crime and safety in their neighborhoods. Your participation will
help to improve programs that promote safety in your community and improve services for
residents.

Your household is one of a small number drawn at random where people are being asked to give
their opinions. Your answers to the enclosed questionnaire will help the (NAME OF HOUSING
AGENCY, TDHE, OR TRIBE) and HUD to get accurate information about what residents think.
The questionnaire must be completed by an adult who has lived at this address for at least one
year. It will take less than five minutes to complete.

Your answers will be kept completely confidential. The questionnaire has an identification number
for mailing purposes so that we may check your name off the mailing list when your questionnaire
is returned. Your name will never be placed on the questionnaire. All of the residents= answers
will be added together for a summary report of residents= views.

If you have any questions about the survey, please call or write. I would be happy to speak with
you. My telephone number is (301)999-9999.

Thank you very much for your help.

Sincerely,

Sophie Bourgen
Project Director


